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How to Become a Supplier

* The SF City Partner Is the Go-To Site for City
Bidders/Suppliers

* What'’s the Difference Between a Bidder and a Supplier
» Steps to Become a Registered Bidder

* Steps to Become a Fully Compliant Supplier
* Complete a San Francisco Business Tax Registration

 Complete a 12B Equal Benefits Declaration

e Supplier Account Maintenance

e Contact Information




The SF City Partner Website Is the Go-To Site for City Bidders/Suppliers . S
The URL for this site is https://sfcitypartner.sfgov.org/pages/index.aspx

This is where you click
to Log In or to Register
as a New Bidder

This is where  Partner with the City
you click to A Explore. Bid. Manage. Get Paid.

view City Bid
Opportunities

8 This is where you click
to find Contact info,
FAQs, Training/Job
Aids, and directions on
How to Become a City
Supplier.

Find an Opportunity

Announcements

Non Profits and Grant Opportunities

nal ok for Non Profits 1o gain insight indo grant opportunities

You can also click here
to Register as a New
Bidder

Notice of Intent

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



ﬂ SF CITY PARTNER

How to Become a Supplier

* The SF City Partner Is the Go-To Site for City
Bidders/Suppliers

 What'’s the Difference Between a Bidder and a Supplier
» Steps to Become a Registered Bidder

* Steps to Become a Fully Compliant Supplier
* Complete a San Francisco Business Tax Registration

 Complete a 12B Equal Benefits Declaration

e Supplier Account Maintenance

e Contact Information




What's the Difference Between a Bidder and a Supplier B s omvpasruen

The City Has 2 Main Vendor Statuses

Becoming a Supplier to the City Is a Two-Tier Process:

1) To become a 2) After becoming a
Registered Bidder, you Registered Bidder, you
will need to complete a can follow the steps to
short registration form become a Fully
(10-15 minutes) Compliant Supplier
General Public > Registered Bidder > | Fully Compliant Supplier
* Can view nearly all the * Canview and bid on City « Can view, bid, and be
pages on the SF City business...but... fully awarded City
Partner website business
* Can even see some basic * Cannot be fully awarded
info on bid any City business You need to become

a Fully Compliant
Supplier before you
can be awarded City
business!

opportunities...but...

* Cannot log in nor submit
any bids

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



What's the Difference Between a Bidder and a Supplier
What'’s the Difference Between a Bidder and a Supplier

The Process of
Becoming a Bidder
and then a
Supplier Is on the
SF City Partner
Website

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

SAN FRANCISCO
CITY PARTNER
FAQ
Training

Become a Supplier

' Become a Supplier

A guide to becoming.an Approved Supplier.

First become a Registered Bidder...

The first step to begin

workmg with the City is Lo

pew and bid on Sourtng Cvents

SF CITY PARTNER

...then Become an Approved Supplier
After becoming & Registered Bidder, you can then advance your status to become an Approved Supplier, which allows you to be f

awarded City contracts. The steps to do this are as follows:

1 Complete a San Franceco B
2 Complete a 120 Cqual Bane 0
In addition to the hyperlinked directions above, you can click here to view step-by-step directions on How to Become an Approved

ully

U lier.

How to Become a Supplier
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How to Become a Supplier

* The SF City Partner Is the Go-To Site for City
Bidders/Suppliers

* What'’s the Difference Between a Bidder and a Supplier
* Steps to Become a Registered Bidder
* Steps to Become a Fully Compliant Supplier

* Complete a San Francisco Business Tax Registration

 Complete a 12B Equal Benefits Declaration

e Supplier Account Maintenance

\  Contact Information

:
o




M SF CITY PARTNER

Steps to Become a Registered Bidder
Start the Process at the SF City Partner Site

View Opportunities  Emergency Vendors
i
SAN FRANCISCO

CITY PARTNER
FAQ

Training

Become a Supplier

' Become a Supplier

A guide to becoming.an Approved Supplier.

First become a Registered Bidder...

7 This

L step to begin workmg with the City is Lo plete 3

view and bt on Sourong Cvents

s will abow yor

...then Become an Approved Supplier

After becoming s Registered Bidder, you can then advance your status to become an Approved Supplier, which allows you to be fully

awarded City contracts. The steps to do this are as follows:

] Complete a 5

2 Complets a 120 Cqua

In addition to the hyperlinked directions above, you can click here to view step ep directions on How to Became an Approved

Supplier

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier

View Opportunities

&
SAM FRAMEISCO

CITY PARTNER

6

Steps to help you progress logically.

15

Minutes on average to complets

Not enough time?

Don't worry! Once you are identified you can

save and return at any time.

Emergency Vendors Help - @& Log In/Register

EIDDER REGISTRATION

Before you Begin

Welcome to the City's Bidder registration process. After completing this registration, you will be

emailed & username and password that will allow you to log into our PeopleSoft system. Atthat
point, you will be able to perform a number of activities in our system including viewing/bidding
on Sourcing Events and managing your PeopleSoft account. As & Registered Bidder, you will also
e able to initiate the process of becoming an Approved Supplier, which will allow you to view,

bid, and be fully awarded City business.

Prior to starting the registration process, please have the following information available:

1 Tax Identification Number: Companies should provide their Federal Employee

Identification Number (FEIN). Individuals may supply their Social Security Number.

2 DUNS Number (if applicable): A DUNS Number is only reguired if vou will be working on
P y req ! 2

federally-funded contracts/grants.
3 San Francisco Business Registration Certificate (if applicable)

4 Completed and Signed W-9 Form {or W-8 if your business is a foreign entity). Blank W-3

forms can be downloaded from w dif /i ).

Il be back later




ﬂ SF CITY PARTNER

m Steps to Become a Registered Bidder
Complete Step 1

BIDDER REGISTRATICN

Step 1 - Set up Profile

Select an activity below * (2]

Start a mew registration form Continue from where you left

What type of entity do you represent? *

Imdividual

What type of bidding activities you are interested in? (Please mark "Selling
Goods/Services" or "Both” if you will be selling goods or services to the City) *

Buying Goods/Services Selling Goods/Services

* Indicates Reguired Held

| Back | Mext

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier
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(] Steps to Become a Registered Bidder
Complete Step 2

St-ép'2 - Identifying Information
I

Unique ID' & Company Profile @

Entity Mame* Tax Identification Number
DUNS Mumbier hetgdSURL

a

Joink Venbure st checkbos TE N

Profile Questions © If you are registering as a JV:
Wl g e nctd o the Cty's eergncy suppier - Each JV owner must already
2. What is the business structure for your company™ w be a B | d d er or S u p pl |e r

I i o o PR RO YO BN | - You will need to indicate who
i it plon s W ormimmaats T e B the owners of the JV are and
4. 15 any owner, partner, contractor, employes, or employee’s lamily member of your o - thelr Ownershl p percentages

business also a current City and County of 5an Francico employee (including
Commissioners, Board Members, Commities Members, andfor Safety officers)]?

da_If you answered “Yes” to question 4, please give the narme of the Ciy employes{s),

the name of the department for which he/shedthey work, and the relationship to this 4
person.
5. Daes your cosmpany possess a current San Francisco Business Registration Certificate? - -
Sa. If your company has a San Frandisco Business Registration Certificate, please enter
the related Business Account Number. A
Sb. What is the expiration date for your Business Registration Certificate? ]
&. In which state is your company's headguarters? Please use the search fcon to choose w
your answer. [San Francisco Administrative Code 12X requires the City departments o
eodlect each Supplier's headquarters location. "Headquarters” is defined as the location of
the company’s nerve centes,
Comments @
e

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION




M Steps to Become a Registered Bidder {3 sr v paeruee
Complete Step 3

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

Sféplﬁ - Enter Primary Address
= |

Primary Address g

Coumntry Unked States hd

Address 1%

Address 2

Address 3

City ™

County Posti

State* g

Email Addireis

Other Addresses g
Chedk bomes befow 1o indicate addresses thal are dilferam [roim your Prirmary Address above

Bill To Address
Address lor rermilting payment
Invoice Address

Addrais Iram which you 22nd irmeosice

How to Become a Supplier



m Steps to Become a Registered Bidder

Complete Step 4

Sfep 4 - Add/Review Contacts

Company Contacts * i@

You have not added any conLact infonmatien 1o yaur application. Cheose "Add Contact” 1o add ness conLact infonmation

ﬂ SF CITY PARTNER

Sf;ap 4 - Add/Review Contacts
A —

Si:ep 4 - Add/Review Contacts
4 |

Company Contacts * ig

Prirmary Name Pl Designate fddress

it Tesl 555-555-5555 o

A 4

Contact Information g
Primary ConLacl

First Marmne*

Last Marne*
Title

Email Address*

Telephone* pregse O Ext

Fax Mumber

Contact Type

User Profile Information @

Requested User D

Deseription
Language Code Eriglish
Time Zone
Currency Code Lrs Dodlar
< [ ]
- L 1|

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier




m Steps to Become a Registered Bidder {3 sr v paeruee
Complete Step 5

Step 5 - Set up Notifications
s

Pleass selact the producifsenvice caleganies Lhal your arganization provides Lo be natiled of petential City business opgonunilies

& Downinad the Selected Categories This link gives access to a list of NIGP codes:
full category * Product codes go from 00500 to 89800
* Service codes go from 90500 to 99800

Find Category

\ 4

i Lise the s=arch to find and add calepories.
-~ =

Saarch;

Rosuins

Saarch abowa 10 load resulls

i - lor I
-1II .-. | | -.‘..l- - -.‘.T | m “

Entering your NIGP codes here will help the system automatically notify
you of any public bid opportunities for the goods/service you provide

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



- SF CITY PARTNER

M Steps to Become a Registered Bidder
Complete Step 6

Step 6 - Terms and Conditions
&~ ____________________________________
Click Ui "Sulbamil® bulton o Subimil your regisiration aller reviesing and accepling Mollowing Terms of Agreemeant .

Email communication regarding this regitration will be sent o *

CTE

Salei Lo accepd the Terms of Agreement below. =

Terms and Conditions @

GEMERAL DISCLAIMER Fy

nformazion presented an this 'Web dite s coleqed, maintained, and providoed for the convenienoe of the reader. ‘While every cFort is made i keop such
N aoourre and un-bo-gabe, the Chy and County of Zan Francsoo does not cortity e authenticcy of informacion thae originates from thind

Under no drmumazances shall the Ory and Courey ot 5an Francisoo be liable for any acions takon ar amissions made from rellnce on any information

contained herein from whateser sounce nor shall the: Ocy and Cownty be labie for any other consegquences from any swch relance
EXTERMAL LMKING FOLCY

Purpose and Disclalmer

Thie Ciy permits the estabbshment of external hyperinks on s offical webske only 1f the ks striccly comply wikh ohis policy. in estabiishing and

malntaindreg Iis affical weteiie, the Oy 0005 not imeend to oreabe any fonesm or othier means for public disoourse. Ragher, che sole and [imited purpose of
the permitted extermal links & to prosvide infarmation about the City and s government far residents, businesses and visRors. The Oy 0o0s not endorse

ar QRS ERCSeneitlal CReSSIMesi e 0O 2y ENind Doy WEDS DS OF 25500 RInD Organizarotis or porsdmii. Agdrionalty, :'-\."'i:'.:\.' dopes not coners thirdl party
and thierefone does nod warrant that thind Admy SRCS are < it o, relabie, or that '.|'l.':,l hawve pperacianal inks

aR

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION




&zﬁ" Steps to Become a Registered Bidder
What Happens After | Finishing My Bidder Registration? — 15t Email

After Submitting
your Bidder
Registration Form,
you will receive
two emails. The
first email confirms
that you have
completed this
registration
process.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

Wed 10/18/2013 3:07 PM

- fspuint-noreply@sfgov.org
Your SF City Partner Bidder Registration Has Been Submitted
To @ wWong, Kevane (CON])

Dear Bidder,

Your Bidder registration form, registration 1D 0000005278, has been submitted for 13 UINE (Bidder ID BO00025422).

You should be receiving an email with your San Francisco City Partner log-on credentials in the next day or so. If you do not receive this

email, or if you have any log-in issues, please contact the City and County of San Francisco Department of Technology at (628) 652-5000
or at DTIS.helpDesk@sfgov.org.

Thank you,

City and County of San Francisco

Generic Temp - BidderRegistration

You now have

How to Become a Supplier

ﬂ SF CITY PARTNER

a Bidder
Account
number



(oa Steps to Become a Registered Bidder
What Happens After | Finishing My Bidder Registration? — 24 Email

The second email gives a
temporary password and
instructions on how to
move forward. Please
note that this temporary
password will only be
good for 24 hours.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

You Are Now a SF City Partner Registered Bidder

Repl &5 Reply All —» Forward wus
noreply@sfgov.org < Reply %) Reply
To @ Wong, Kevane (CON) Tue 5/11/2021 &:14 PM

Congratulations IAM Test!

Your company, IAM TEST 05.11.21 D (Bidder Account ID BOD00304593), is now a Registered Bidder with the City and County of San
Francisco. Please wait 5-10 minutes for your login credentials noted below to become active. At that time, you should log into our 5F City
Partner website at https://sfcitypartner.sfgov.org and change your password as this temporary password is only valid for 24 hours. Any
additional persons you may have registered as “Contacts” will receive emails with their own credentials.

® Username: IAMTESTOO4A
* Temporary Password: k8*Phvrpfd

If you have any login issues, please contact the City and County of San Francisco Department of Technology at (628) 652-5000 or at
DTIS.helpDesk@sfgov.org. Please note that for security purposes, you will need to reset your password every 90 days.

As a Registered Bidder, you can now view and bid on City business opportunities. In order to be fully awarded a City contract, though, you
will need to follow through with becoming an Approved Supplier. For information on this process, please go to
https://sfcitypartner.sfoov.org/pages/become-a-supplier.aspx.

Thank you,

City and County of San Francisco

Generic Temp — NewlserAccountCreation

How to Become a Supplier

ﬂ SF CITY PARTNER




M Steps to Become a Registered Bidder
The First Time Logging In

®

B AR A N

Enabling Multi-Factor Authentication

Select an Option

Mobile App

Send Secure Code to Mobile Number

Security Questions

The first time you log
in, you will first need to
set up your MFA
security.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier

O,

O One numeric character

[ One uppercase character

O One lowercase character

O One special character

[0 New 8 confirm password must match

Password expired
Your Pazzword must have at least
O 10 characters

Should not contain first, last or user name Previous
10 passwords are disallowed

Current Password

You will then need to
log in again to change
your password.

ﬂ SF CITY PARTNER

@ MyApps

- N —— Home / Dashboard

1]
A

Welcome kevanewong  kk

@ Change Password Click the application tile you wish to access.

¥ Multi Factor n
R
CITY PARTNER

SF City Parfner

& Email Cption

@ Hep

@ wmy Profile

& Logout

Copyright © 2020 Department of Technology for the City & County of San Francisco. All rights reserved

You will then need to log in again, where you will land on
a “MyApps” page. Click the one icon on this page to go to
the SF City Partner website.
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How to Become a Supplier

* The SF City Partner Is the Go-To Site for City
Bidders/Suppliers

* What'’s the Difference Between a Bidder and a Supplier
» Steps to Become a Registered Bidder
* Steps to Become a Fully Compliant Supplier

* Complete a San Francisco Business Tax Registration

 Complete a 12B Equal Benefits Declaration

e Supplier Account Maintenance

\  Contact Information

:
o




SF CITY PARTNER

Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration CCSF Supplier - Business Registration

Regi: ion is required for all enfities that conduct business in SF and defermines your fax
ponsibilities. Upon i t of your business. you will receive a Business Account Number (BAN) and a
Business Cerfificate (fo be posted in your location). In some cases, suppliers may not be required fo register. To

. ] . become a supplier, please visit: http:/sfeitypariner sfgov.org. You must have a Bidder/Supplier ID Number to
After becoming a Registered Bidder, you can then go through the steps to become a complee tis form.
Use this form to:

F u I Iy co m p I ia nt Su p p I ie r. 1. Determine if your business needs to register in San Francisco.

2. Register your business and/or link your existing business account to your Bidder'Supplier ID Number.

* First complete a San Francisco Business Tax Registration o Decs o o e ed o i 3.3 B S v

m

Are you already registered?

Are you a registered business with a Business Account Number {or Business Registration Certificate)? If so, use the link provid
nk your Bidder’Supphier ID Number to your Business Account Number Click h

SAN FRANCISCO Contact
CITY PARTNER

FAQ If you are not registered as a business:

. Select Yes” or "Mo” to the questions below to determine if you are required to register a5 a business with the Office of the Treasurer
Training

& Tax Collecior.
A Does this business:
Become a Supplier

Ve Ho - Operate as an independent contractor within San Francisco.

\ Become a Supplier

Yez © Mo« Perform work or render services within San Franciseo for all or part of any seven days during one fiscal year.

days during the fiscal year, including use of streets.

A 'd b . A d S I_ e Mo - Solicit business within San Francisco for all or part of any seven days during one fiscal year.
gL“ e to ecomlng an ppr Ve upp ler' e Mo = Maintain a fixed place of business within San Francisco.
e Mo - Exercise corporate or franchise powers within San Francisco.

e Mo = Own or lease real or personal property within San Francisco for business purposes.

T e Mo = Regularly maintain a stock of tangible personal property for sale in San Francisco.
»
e Mo - Employ er loan capital on property within San Francisco.
First become a Rengte red Bidder... e Mo - Liquidate businesses when the Bquidators hold themselves out to the public a5 conducting such business.
The first step Lo woekin th the Gity © 10 plete egistration ¢ 2at L nea’R oW ) o e: Mo -Receive more than 5500,000 in total gross receipts in the City during the tax year.
view and bid on Seurcing [vents.
. ‘San Francisco Business and Tax Regulation
...then Become an Approved Supplier s
Article 12: Business Registration
After becoming a Registered Bidder, you can then advance your status to become an Approved Supplier, which allows you to be fully
s ey s e The City and County of San Francisco, the 5F2311 Custemer Sarvice Center and The Office of the Treasurer & Tax Collector can only

awarded City contracts. The steps to do this are as follows: provide general information and cannot advise customers on detailed tax matters regarding your particular business. This includes

ordinance interpretstions and tax calculations of payment or fees. Consult your own Tax Professional, Tax Attorney, or Certified Public

ness Tax Registvatior Accountant for specific questions regarding your business

inked directions above, you can dlick here to view step-by-step directions on How to Become

City Hall - Room 140 * 1 Dr. Carlton B. {

dlett Place * San Francis:

Mailing Address:

For Assistan

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION
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&zﬁ" Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

Crwnership Officer Contact Location

Information Infiormation Infigrmation Infiormation Es i AR

Cancel { Exit 9

- Business Owmership Officer Contact Location - 3
Information Information Information Information Information Registration Fees Inftroduction

Canicel / Exit B

Introduction

City and County of San Francisco I 1
Office of The Treasurer & Tax Collector BUEIF‘IESS InfD m EItIGI'l
City and County of San Francisco

Office of The Treasurer & Tax Collector

Business Registration Application

Business Registration Application

|mp0”ant Step 1 - Complete the Application
Information Before Onee submitted you cannot change your application. “fou must complete your apphcation in

You Eiegin Yaur a single session.

ADD| ication Have the following items ready before you begin the application: Your Business Mz (2= shown on your income tax return) Business Tax ID

Federal Tax ldentification Mumber (FEIN, S5M, or TIM) .
- Estimated San Francisco Gross Receipts ! {Sode proprietors, enter first & last name.) * [SEM. FEIM, TIM) *

- Estimated San Francisco Payroll Expense Sole proprietor or individual
- Legal structure of your business " P .
«  Ownership name(s) & address(es applying, enter first and last
- Address of each location in San Francisco where you do business name. Do not enter your
= Walid Emall Addrass trade name.
= Business Account Mumber of the exisfing business if purchasing or changing structure
of an axisting businass
Payment Information {credit card, debit cand or checking account information)
CIl-:k here for instructions on completing the business registration application

Step 2 - Sign the Form
“fou will receive an e-mail with instructions to electronically sign the application after it has
been submitted. s this a change of ownership for an exdsting business? *

Step 3 - Pay the Business Registration Fee (if applicable)
“fou will receive your Business Account Mumber immediately by paying online using e-check,
credit or debit eand. Yes No

Select Crganization Type * Start Date in San Francisco *
B

4

Futurs dafes not accepfed [mmiddigyyd

| have read ail of the above infarmation *

. Go Back
Go Back | Continue

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



H" Steps to Become a Fully Compliant Supplier BB sr omveammer
First Complete a SF Business Tax Registration

Contact Information ~ Location Information Registration Fees

. Q

Introduct Buei Inf . Ownership
Information

Contact Information JELELLLELILIGELT Registration Fees

LX)

Cancel / E:

Cancel / E:

Ownership Information Contact Information

City and County of San Francisco

Office of The Treasurer & Tax Collector City and County of San Francisco

Office of The Treasurer & Tax Collector
Business Registration Application

Business Registration Application

Ownership Details

Owner 1 Contact Details Same as Ownership? Clicking this button will copy the contact information for the first

wmers have the authority to owner listed in Ownership Information.

make changes to the Name (Sole proprietors. enter first & |ast name.) * Tax ID Number (SSN, FEIN, TIN) * i ta
business account Recipient Name *

Telephone Emai

Email * Confirm Email *
Select Address Type *
Standard PO Box Jelephone
Street Number *  Pre-Direction  Street Name * Street Type
- s Select Address Type *
Standard PO Box
Post Direction  Unit Number Unit Type
v hd Street Number *  Pre-Direction  Street Name * Street Type
< <
City * State * Zip*
° Post Direction  Unit Number Unit Type
< =4
Q Delete Owner
City * State * Zip*
© Add Owner M

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION
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g SF CITY PARTNER

Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

Business Activities *

Parking Tax *

Ownership
Information

Contact Information JELEULHELGL =LY Registration Fees

. Business Activities — choose all that describe business activities at that location.
by is collected and remitled to the City by parking operalors. There are additional
0 ficate of Authority, it Revenue Cantral Eguipment.

1 Accommodations

quency: Typically Manthly

Parking Bond,

Cancel / 218]

Locat|0n formatlon Yes No 2 Administrative and Support Services [5500-5509]
City and County of San Francisco
Office of The Treasurer & Tax Collector

Business Registration Application

3 Arts, Entertainment, and Recreation [T100-7184]
Access Line Tax *

4 Biotechnology

The Access Lir emitted to the City by the persan supalying the access line 1o the

telephone communi

vices [£100-8138]

Filinig freussncy: Manthly

& Clean Technology
Yes No - o

Location Details

Location 1 T Construction [2300-2300]
DEA/Trade Name * Utility Users Tax *
8 Financial Senvices [5210-5238]

Tha Uity Lk

i

collected and remitted 1 the City by ity senice suppliers.

Fing freguancy: Marthly 0 Food Services [7220-7220]

Start Date in San Francisco (mm/ddfyyyy) *

your Business Nar
ne.

" Yes No 10 Information [5100-5188]

Same as Ownership? Clicking this button will copy the contact information for the first Telephone Users Tax * 11 Insurance [5240-5248]
owner listed in Ownership Information.

The Telephane Users Tex is caolkected and remitied b the Gity by belephone communicaions senicoes suppliers. 12 Manufacturing [3100-3300]

Street Number *  Pre-Direction  Street Name * Street Type
Filing frequency: Manthly
. .3 13 Private Education and Health Services [6100-5209]
Yes No
Post Direction  Unit Number Unit Type 14 Professionsl, Scientfic, and Technical Services [5400-5400]
Sugary Drinks Tax*
< < - PR
ps 15 Real Estate and Rental and Leasing 0-5300]
The Sugary Drinks Tax is paid by distribulons of sugary drinks.
City ® State * Zip* Filing frequency: Ouarlerly 18 Retzil Trade [4400-4504]
<
Yes No 17 Transportation and Warehousing (Non Taxi) [4500-4098]
LUtilities [2200-2208]
Taxes & Fees Traffic Congestion Mitigation Tax * 18 Utilifies [2200-2208]

s & fees for the particular location. For more information about taxes

12 Wholesale Trade [4200-4208]
icate of Authority, click here

20 Activity Mot Listed

Yes No © Delete Location

Cigarette Litter Abatement Fee *
Add Location

The Cigaretie Litter Atustement Fee gararally i collected and remilled b e City by ciganelis retaiers.

Yes No

Fifng

wency: Cuarlerly

Short-Term Residential Rental Host *

Go Back
Shirt-Term Resit Yes No

wiit far periods of less o

or a partian af ther res
ot need to sekect TOTTID!

ntal Hest generally applies (o any parsan whis renls au
130 consec gt IF you select this calegory, you d

CITY & COUNTY OF SAN FRANCISCO

ormecormecorousn. (M) How to Become a Supplier
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g SF CITY PARTNER

Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

Contact i Location i Registration Fees

Cancel ! Exit 9

. On P
Introduction Informaticn

Registration Fees

City and County of San Francisco
Office of The Treasurer & Tax Collector
Business Registration Application

Registration Estimated San Francizco Payroll Expense *

The information on this page,
coupled with your selected
Business Activity determines.
your Business Registration
Fee

Estimated San Francizco Gross Receipts *

Dioes this business receive rental income from four or more residential units in one building? *

Yes No

Are you establizhing the business to be a vendor'zupplier or participate in procurement
processes with the City and County of San Francisco? *

Yes No

Are all of your business activities within San Francisco? *

Yes No

Do you have taxable Business Personal Property in San Francizco? Business Personal Property
is any tangible property owned, claimed, used, possessed, managed, or controlled in the
conduct of 3 trade or business. This includes all machinery, fixtures, computers, appliances,
equipment, 2nd leasehold improvements. *

Yes No

What is your average number of employees per week, including those employed outside of San
Franeisco? *

f you received a letter from the Office of the Treasurer & Tax Collector instructing you to register,
enter the Corespondence |0 from the top right corner of the letter here:

Are you Exempt from paying Registration Fee? *

Yes No

Rewview information on all pages before advancing. No changes can be made after the form is submitted

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



ﬂ SF CITY PARTNER

&zﬁ" Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

After you have completed your San Francisco Business Tax Registration:

* It generally takes a few business days for your tax registration to be processed.

* You will then receive an email indicating that you now have a Supplier account
although you will still need to attend to your 12B Declaration status.

You now have
a Supplier
Account
number

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



SF CITY PARTNER

Steps to Become a Fully Compliant Supplier
First Complete a SF Business Tax Registration

Treasurer & Tax Collector Search Q Help Center ind a Form fhout Us =

CITY AND COUNTY OF SAK FRANCISCD

The Treasurer & Tax Collector Help Center can be Property ~  Business ~
accessed via https://sftreasurer.org/help-center or
via 311 (or 415-701-2311).

Banking & Investments ~ Office of Financial Empowerment Financial Justice Project

Help Center

Home : Help Center

The Office of the Treasurer & Tax Collector has partnered with 311to provide customer service to all San Francisco residents, businesses and
visitors. Submit your question by selectinga

prior to 7pm. Requests received after 7pm will receive a response by the next business day.

ption below and a representative wil ntact you on the same day of the request if submitted

The City and County of San Francisco, the SF311 Customer Service Center and The Office of the Treasurer & Ta lector can only provide

general information and cannot advise customers on detailed tax matters. This includes ordinance interpretaii

ns and tax calculations of
payment or fees. Consult your own tax professional, attorney, or Certified Public Accountant for specific information.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER

How to Become a Supplier

SYSTEMS DIVISION

Property Business General

= Secured, Supplemental, Escape 2 Registration =2 General Information
(Residential, Commercial, Land) 3 Gross Receipts and Payroll 3 Business Tax Wire Instructions

=< Unsecured Expense =2 Property Tax Wire Instructions
(Business Personal Property, 3 Regulatory Licenses and Permits > Press Inquiries
Boats’rsle't"s'PDSSESSC""" 3 Short Term Residential Rentals 3 Emergency and False Alarm
li7zsd) = Independent Contractors

< Delinguent Registration

(Redemption)

Ask a Property question

Ask a Business question

Ask a General question



https://sftreasurer.org/help-center

Steps to Become a Fully Compliant Supplier B3 s crvparmer

Next, Attend to Your 12B Declaration

Chapter 12B of the Administrative Code requires that all Suppliers to the City and County of San Francisco administer benefits equally to
employees with domestic partners and employees with spouses.

Help- &8

12B Equal Benefits Declaration

SAN FRANCISCO Contact
CITY PARTNER

FA

; Chapter 12B of the Administrative Code requires that all Suppliers to the

City and County of 5an Francisco administer benefits equally to employees

with domestic partners and employees with spouses. Please click here to

‘ Become a Su pplier log-in and submit a3 128 Declaration. After your 12B Declaration has been
received and processed, you will receive an email from the City's Contract

A guide to becoming an Approved Supplier: ’ Monitoring Division.

Training

Become a Supplier

If you need help with your 12B Declaration, you can click here for step-by-
step directions on how to File 3 12B Equal Benefits Ordinance Declaration.
In addition, further information on the 12B Equal Benefits program,
including a directory of 128 compliant firms, can be found on the Contract
Monitoring Division website.

First become a Registered Bidder...

The first step 1o begin working with the Gy © 10 comglels ation g a5t 10 Become & "Registered Bidder”, This w

view and bid on Sourcing Dvents.

...then Become an Approved Supplier

After becoming a Registered Bidder, you can then advance your status to become an Approved Sypfier, which allows you to be fully CI'D‘SE‘

awarded City contracts. The steps to do this are as follows:

1 Complels 3 San Frang

2 Cormgete 3 120 C

In addition to the hyperfinked directions above, you can click here to view step-by-step directions on How to Become sn Approved

Supplier.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



SF CITY PARTNER

m Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

S3TEST1 ~
BIDDER

View Opportunities FAQ  Help ~

SAN FRANCISCO

CITY PARTNER 12B Declaration

Find an Existing “Value Add a New Value

- . ahead to search now.
View and Bid on Events

Flnd an 0pportunity Anyone can view City business opportunities. Jump

SetiD 5HARE
Declaration Number NEXT

S3TEST1 S3Test1 B000025858 er. Upgrade your account now to become an Approved Supplier. Declaration T:'rp.e Bidder L
Supplier ID
\ ivi Bidder |D |_ sy
ARGiREEmERES 0 My Account My Activity Q
My Categories & Alerts View Opportunities
Announcements
Enroll in ACH payments v My Activity
September 21, 2019: _— e —
As you will have noticed, your login process Change Password/MFA ( ___.' Certifications
has changed as of September 21. If you'd - 128B Declaration
Additional
Information
View Terms & Conditions

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



SF CITY PARTNER

M Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

12B Compliance Declaration
Declaration Number NEXT
Declaration Type Bidder

Bidder ID B000012345
Declarant Name Bidder Name

5.F. ADMINISTRATIVE CODE CHAPTERS B & 12C: NONDISCRIMINATION IN CONTRACTS AND BENEFITS

The Equal Benefits Crdinance prohibits the City and County of San Francisco from contracting with vendors

Fill in, Save, and fully Submit the
12B Declaration form. ouses, and between the domestt pariers and spouees of sven employens e

= Domestic Partners are same-sex and opposite-sex couples registered with any state or local
government domestic partner registry authorized to perform such registrations

= Domestic parinerships and marriages may only be verified to the same extent and in the same manner.
For example, waiting periods to gqualify for benefits must be the same for domestic partners and
spouses. Domestic partner registry certificates must be recognized as fully equivalent to marriage
certificates

AUDITS & REQUIRED DOCUMENTATION

The City and County of San Francisco regularly audits firms to verify that declaration responses and
supporting documentation provided are complete and accurate. For a detailed description of compliant
documentation, click here for the Chapter 128 Egual Benefits Documentation Guide.

To be cerified under Chapters 128 & 12C you must submit proper documentation confirming that your firm
has already fully implemented equal benefits for employees with spouses and employees with domestic
partners, and between the spouses and domestic partners of such employees.

The following documentation must be submitted to complete this declaration:

« Most recent legal verification of employee count/firm structure, for example, a W-3 Form, DE 1 Form,
DE 9 Form or an annual San Francisco Payroll Expense Tax Statement. (Please redact confidential
employee information.)

= A copy of a memorandum that has been distributed to your firm's employees detailing the firm's
compliant nondiscrimination and domestic partner benefit policies. Click here to download a sample
12B Compliant Memorandum to Employees.

Note: The memorandum is not a substitute for fully compliant incorporation of domestic pariner language in
your firm's benefit policies. You may also be required to provide benefit documentation to venfy that your firm
does not discriminate in the provision of benefits. Such documentation may include your employee handbook,
confirmations from your insurance, union andfor refirement documents. Failure to offer bensfits in accordance
with the San Francisco Chapter 128 Equal Benefits Ordinance may result in suspension of your firm's
compliance status, financial penalties andfor the imability to contract with the City and County of San
Francisco.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



M Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

Your Tax ID Number (SS#)
will be auto-populated
based on your Bidder
Registration form.

Be sure to mark a
checkbox showing your
main Address/Contact in
both the Address
Information and Contact
Information sections

y N

SF CITY PARTNER

12B Compliance Declaration

Declarant Name AMTEST 5

Bidder ID BO0OO2E312
Declaration Numbser NEXT
Declaration Type Bidder
Workflow Status Draft

5.F. ADMINISTRATIVE CODE CHAPTERS 12B & 12C: NONDISCRIMINATION IN CONTRACTS AND BENEFITS

REQUIRED SUPPORTIMNG DOCUMENTATION

SECTION 1: COMPANY INFORMATION

*Taxpayer ID Ca‘tegc-ries

Total Number of Employees in the U.5. o]

Taxpayer ldentification Number 375554533

(Enter approximate number; business owners should not count themselves as employees. )

Attach legal verification of total employee count (required for all businesses) Add Atachment

Are any of your employees covered by a collective bargaining agreement or union trust fund?

Yes O Na O
Union Name({s)

Declarant Web Site | |

Tew Window | Hel

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier

Address Information Personalize | Find | (1| [ First 4 10f1 b Last
Description Address 1 Address 2 City State Country  ZIP
O mam1 1185 Markst Strest SF A USA
Contact Information Personalize | Find | (2| [l First (4 10f1 & Last
Description MHame Phone Email
O mMam1 Zamille Beaulieu STa/EET-5654 PeopleSoft Testingi@sfgov.ong




SF CITY PARTNER

M Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

COMPLIAMCE QUESTIONS

Guestion 1: Nondiscrimination - Protected Classes

A_ Does your firmn agree it will not discriminate against its employees, applicants for Yee O Mol
employment, employees of the City, or members of the public on the basis of the w5 @
fact or perception of a person's membership in the following categores?

Rsca Color, Creed, Religion, Nafions!l Origin, Ancesfry Age Sex Sexual
Orientation, Gender Identity (Transgender Siatus), Domestic Fariner Siafus,
Marital Status, Dizabiity AIDS AV Siafus, Height, Weight

Please note: 3 YES answer iz required for complisnce.

B. Does your firm agree to insart a similar nondiscrimination provision in any Yes O No O
subcontract you enter into for the performance of 3 substantial portion of the
contract you have with the City?

Please note: You must snswer thiz queshion even if yow do nof infend fo enter infc
any subconfractzs, and s YES answer iz required for compliance.

Guestion 2: Mondiscrimination - Equal Benefits for (i} Employees with Spouses and (i) Employees with Domestic Partners
and (i) Employee’s Spouse or Domestic Partner.

— Guestions 24 and 2B should be snewered YES even F your employees pay some or aif of the cosf of spoussl
or domestic pariner bensfits.

Does your firmn provide or offer access to any employee benefits? ves ' Mo

A
{If wour firm does nof have any employees, answer O

If you answered YES to 24, are all of the benefits equally available to Yes O No D
employeas with domeastic partners and employees with spouses? g5 @
{If wour firm does nof have any employ=es, answer NOJ

— If you answered YES to either or both Quesbionz 24 snd 2B, plesze go fo Question 2C.

— If you answered NO to both Questionz 24 snd 2B, pleaze go fo SECTION 3.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier




SF CITY PARTNER

M Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

C.  Check all benefits that apply to your answers above and list i the “Other” ling
any additional benefits not already specified. Mote: some bensfits are provided
to employees because they have 3 spouse or domestic partner, such as
bereavement leave; other benefis are provided directly to the spouse or
domestic parner, such as dependent life insurance.

Available To andlor Affects How Does This Apply to
o £ Domestic Partners (DFs)
Benefit Employes ;::_t‘;z:: Spouse  and Spouses [SPs)?

Health Insurance

O
O
O

Dental Insurance

Vision Insurance

Pensicn

Retirement

Eereawvement Leave
Family Medical Leave
Parental Leave

Emgployee Assistance Program
Redocation andior Travel
Discounts/Facilibes/Events
Credit Union

Child Care

Dependent Life Insurance

Short-Term/Long-Term
Disability Insurance

Accidental Death &
Dismembermeant Insurance

Cither

Cither

Ooooo0o0 ooOo0oooooo0ooaoao
OO0OO0OO0O0 O OOoOooOooDoOoo0ooooao
O0OO0OO0O0 O OOoOoooDoOoo0oooao

Unicn

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



ﬂ SF CITY PARTNER

m Steps to Become a Fully Compliant Supplier
Filing a 12B Declaration

D. ndicate whether each siatement spplies to your frm.

Doenestic pariners are defined as same-sex cougles and pppasile-sex coupies yea O No D
registered with any stale or lecal regisiry, and verify their relationship in the
e MRS 35 Spouses.

A memarandum highlighting our domestic partner policies has been Geiribuled vea O Mo O
o employees.

Ml written benefit pabces inchide domestic pariner policies whersver spauses Yea O Mo D
are refenenced

The ::hudn:r af dunu_.-::»c partners are exglicdy included in al policies that Yo O Mo D
recogrizs stepchidnen

Al nswance plans contEin anguage that fully recopnizes spouses and Yes O Mo D

e urtecs ey €n you have compiete

Al resrement’407 (ksimiar plars thal allow bensficiaries eqplicty povide he H

e e e e e w0 WO your 12B Declaration, 1)
Note: If you can't offer a benefit in a nondiscriminatory manner of ressons outside your sonfrol, e.g., there are no insurance providers in

beneficiaries.
H o ” H
click “Save”, then 2) print or
your ares willing to offer domestic parner coverage, you may be eligitle for Reasonable Measures compliance. To comply on this basis,

you must agres to pay 3 cash equivalent, submit 3 comgleted Ressonable Measure Application Fomn (CMI-128-102) with all necessary d OW n | oa d a CO py Of yo u r
e —
1 Acd Alsachment View Altachment 3 = ”Su bmit” to Submit you r

attachments, and have your spplication approved by the Contract Maonitoring Division. For more information, see the Rules of Procsdure
12B Declaration for your
Persanatze | Find | V] First 4 1af1 b Last
e 12B Declaration so that it

or contact the Equsl Benefits Uni.
records, and finally 3) click
can be processed.

P
Please note that your 12B
COMPLIANCE AUDITS .
The City and County of San Francisco audits firms to verify that Complla nce Shou Id be
e e for updated every three years.

the answers on this form are complete and accurate. Please see
Upan audit, you may be required to provide benefit documentation to verify nondiscrimination in the provisicn of each bensfit. Such
documentation may include the employes handbook and confirmaticns from your insurance, union and retirement documents.

Falure to offer benefits in accomdance with the San Francisco Chapter 128 Equal Benefits Ordinance may result in suspension of
compliance status, financisl penalties and'or the inabifity to contract with the City and County of San Francisco.

By clicking the Submit button, | declare under penalty of perjury under the laws of the State of Calfomia that the foregoing is cormect,
and that | am authorized to bind this entity contractually.

I Save Submit Cance| Print r

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION




Steps to Become a Fully Compliant Supplier (B3 or oy parmer
Filing a 12B Declaration

The Equal Benefits Unit of the Contract Monitoring Division will notify you by email when they have
made a compliance determination.

Questions about the 12B compliance process can be directed to the Equal Benefits Unit as follows:

City and County of San Francisco

Office of the City Administrator — Contract Monitoring Division
Equal Benefits Program

1155 Market Street, 4" Floor

San Francisco, CA 94103

(415) 581-2310

CMD.EqualBenefits@sfgov.org

Please Note: The Equal Benefits team is currently working from home. Therefore, the best way to reach
them is via email.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier
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ﬂ SF CITY PARTNER

How to Become a Supplier

* The SF City Partner Is the Go-To Site for City
Bidders/Suppliers

* What'’s the Difference Between a Bidder and a Supplier
» Steps to Become a Registered Bidder
* Steps to Become a Fully Compliant Supplier

* Complete a San Francisco Business Tax Registration

 Complete a 12B Equal Benefits Declaration

e Supplier Account Maintenance

\  Contact Information

:
o




Supplier Account Maintenance B3 sr cirv earrier
The Supplier Status Section

Once your Supplier Account is set up, you will need to maintain key data on your account
- Certain Issues with Your Account’s Status Will Be Flagged in the Supplier Status Section

m View Opportunities Emergency Vendors Help - (1] 01GOLIVE -

SUPPLIER/BIDDER

Sy ARTNER This entire section will be hidden if you have no Tax

Registration, 12B Declaration, or 12X Headquarters issues.

Find dan 0 Drtunit Anyone can view City business opportunities. Jump
View and Bid on E_,eqs y ahead to search now. . .
Tax Registration

* This box will be reddish if your Tax Registration has issues

01GOLIVE  D1GOUVE | 0DOOC4D930 @ You are 3 Supplier but attention is needed to earn/maintain a fully compliant status.
_ £ or has an approaching expiration.
Attention needed |\\I Tax Registration Process . f h . “ f' d d' . h h
Your business does not have a SF Business Account (]
As a Supplier, you should be able to view, bid on, and be fully awarded City :i‘;:':ﬁ;ﬁ:i'f‘g:ﬁclj:z:::éff:‘:_ar ar: B g | t ere are ISsu esl yo u wi In Ire Ct lons ere on ow to
business. There are, however, issues with your account that need to be hittps://sfireasurer org/regisiration to address this k. ke i
addressed first. Please see the related notes for directions on how to address = o : a d d ress yo u r I S S u e *
this issue. You can also contact User Support at 415.944 2442 for help. § [ ThIS bOX WI“ be green If your TaX Status IS flne'
|\ 12B Declaration Process
e/ Youarenot showing a 12B status. This may be because
wou have not filed & 12B dedaration. because it is =til
being processed, or some other reason. Please contact \
the Contract Monitoring Division at 415.581.2310 or at \
CMD.EqualBenefits@=feov.ors for more detail. 1 2 B Dec I a rat i o n

(©) 2 esdquarters e vata * This box will be reddish if your 12B Declaration has issues
e or has an approaching expiration.
* If there are issues, you will find directions here on how to
address your issue.
e This box will be green if your 12B Status is fine.

Announcements 0 My Account B=

User Profiles (Log-On Access)

Non Profits and Grant

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



Supplier Account Maintenance

Self-Service Maintenance

x]
.

i 1
SAN FRAMCISCO

CITY PARTNER

Find an Opportunity

View and Bid on Events

01GOLIVE 01GOUVE = DOOOD40920

Anyone can view City
business opportunities. Jump Get Started
ahead to search now.

@ You are a Supplier but attention is needed to earn/maintain a fulky
compliant stacus.

(o

My Account

Jser Profiles (Log-On Access)

Contacs

Addresses

Wy Categories & Alerts
Enrgll in ACH paymenzs
Reguest Account Changes

Change Password/MEA

eSettlements

Online Imvaicing

EMD Participation Report

Additicnal Oprions

""" My Activity
View Opponunites

View by Activioy

e - .
——_ | Certifications
‘— .' 128 Declaration

148 L BE Certification

-
My Orders / Invoices /
Payments
Miew Purchase Orders

View Receipts

Vigw Payrnents

Additional Options

Additional Information

View Terms & Conditions

@ SF CITY PARTNER

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier

\ 4

Most account data needs to maintained by you on a self-service basis:

* User Profiles (Log-On Access): If your login has Administrator access, you
can create new login accounts for your Supplier account or lock out logins
to your Supplier account.

* Contacts: Contact listings tell the City who we can contact at your
organization for account issues, to notify you of bid opportunities, etc. You
can add/edit your Contact listings.

* Addresses: You can add new addresses to your Supplier account on a self-
service basis.

* My Categories & Alerts: You can add/edit the NIGP code listings of what
goods/services you provide.

* Enroll in ACH Payments: You can enroll to be paid by the City via electronic
payments. This leads to a registration process with Paymode, our ACH
provider.

* Change Password/MFA: You can change your password and/or MFA security
setup.

Certain account changes have to be requested instead through the use of the
Request Account Changes link including the following:

* Changing/Inactivating an Address

* Marking a Contact as Invalid

You can file 12B Declaration and 14B LBE Certifications on a self-service basis




Supplier Account Maintenance
Job Aids Are Available

01GOLIVE -
1]

View Opportunities Emergency Vendors Help - SUPVERRISIODIN

SAN FRANCISCO Contact
CITY PARTNER

FAQ
Training

Become a Supplier

Contact

01GOLIVE -
]

View Opportunities  Emergency Vendors  Help ~ oo

SAN FRANCISCO

CITY PARTNER

Job Aids
Aithough our goal is to make our system so easy and intwitive that you won't need instructions, we are still providing instructions to help you
with certain key activities that you might take. Please click on the appropriate icon below to be taken to the job aids that can help you with

your business process.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

M SF CITY PARTNER

g SF City Partner Support

HOME SOLUTIONS

Solution home

Suppliers

Supplier: Filing a CMD Payment Affidavit as a Prime Contractor

(= Filing & Payment Affidavit (Prime)

Creating an Initial Payment Affidavit on a Contract

i

Filing Additional Payment Affidavits on a Contract

i

Editing & Payment Affidavit to Include a Later Invoice Paymient

i

Correcting a Payment Affidavit

i

Supplier: Conducting Your Business with the City

Conducting Your Business With the City in PSFT

i

Supplier: Acknowledging & Purchase Order

i

Supplier: Viewing Purchass Orders

i

Supplier: Viewing Recsipts

i

Supplier: Reviewing Invoices

i

See all 7 articles

Supplier: Manage Your PeopleSoft Account

A Step by Step Guide to Managing Your Supplier Account

i

Supplier: Managing Log-In Accounts (User Profiles)

i

Supplier: Adding a Supplier Addresses

i

Supplier: Managing Your Alerts, Categorizations

-

Supplier: Managing Your 12B Equal Benefits Declaration

o

See all 9 articles

€ 4159442442
https:sfeitypartner. sfgov.org/pages/index. as

SIGN IN SIGN UP

Supplier: Filing a CMD Payment Affidavit as a Subcontractor

(= Filing a CMD Payment Affidavit Confirmation as a Subcontractor

Supplier: Viewing and Bidding on City Business

Managing Bids on Sourcing Events (as a Supplier)

Bidding on Public Sourcing Events (as a Supplier)

Bidding on Private Sourcing Events (as a Supplier)

Editing a Bid (as a Supplier)

Supplier: DocuSigning & Contract

Supplier: Viewing a CMD Participating Report

[E] CMD Participation Report




SF CITY PARTNER

Supplier Account Maintenance
Compliance with Laws/Ordinances — SF City Partner Website

]

Lol
m

View Opportunities  Help -  f§ @ Log In/Register
SAN FRANCISCO Contact

CITY PARTNER

FAQ

Training

Become a Supplier

| Become a Supplier

A guide to'becoming an Approved Supplier.

The Become a Supplier page on
the SF City Partner website has
information/links for other i e P
forms and requirements that i - -l e S L S L

you may need/want to fill in,

depending on the status of e R S A g

your business and the eworded ity comeracts The teps 10 do this are s follows:

nature/volume of your B e R e T e

business with the City 2 Compes s

...then Become an Approved Supplier

In addition to the hyperlinked directions above, you can click here to view step-by-step directions on How to Become an Approved
\ Supplier.
—

Additional Programs and Forms that may apply to you as you work with the City include the following:

4

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier



Supplier Account Maintenance B3 sr cirv parmner

Compliance with Laws/Ordinances - CMD

The Contract Monitoring Division (CMD) website also has links to resources and ordinances related to the 12B
Equal Benefits Declaration and 14B LBE Certification programs:

12B Equal Benefits Forms & Resources
https://sfeov.org/cmd//forms-resources

14B LBE Certification Forms & Resources
https://sfeov.org/cmd//resources-1

CMD also offers a free monthly webinar on the 1st Wednesday of each month at 10:00 AM about 12B
Compliance and Becoming a City Supplier and 14B LBE Certification Eligibility and Benefits.

For further information, you can reach out to:
12B Equal Benefits Compliance at cmd.equalbenefits@sfgov.org

14B LBE Certification at Ibecert@sfgov.org

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier
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SF CITY PARTNER

Supplier Account Maintenance
Compliance with Laws/Ordinances - TTX

Farm Shout Us =

M Treasurer & Tax Collector Search Q

CITY AND COUNTY OF SAK FRANCISCD

Property ~ Business ~ Banking & Investments ~ Office of Financial Empowerment Financial Justice Project

The Treasurer & Tax Collector Help Center can be
accessed via https://sftreasurer.org/help-center or
via 311 (or 415-701-2311).

Help Center

Home : Help Center

The Office of the Treasurer & Tax Collector has partnered with 311to provide customer service to all San Francisco residents, businesses and
visitors. Submit your question by selecting an option below and a representative will contact you on the same day of the request if submitted
prior to 7pm. Requests received after 7pm will receive a response by the next business day.

lector can only

The City and County of San Francisco, the SF311 Customer Service Center and The Office of the Treasurer & Tax
general information and cannot advise customers on detailed tax matters. This includes ordinance interpretations and tax calculations of
payment or fees. Consult your own tax professional, attorney, or Certified Public Accountant for specific information.

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier

Property Business General

= Secured, Supplemental, Escape 2 Registration =2 General Information
(Residential, Commercial, Land) 3 Gross Receipts and Payroll 3 Business Tax Wire Instructions

=< Unsecured Expense =2 Property Tax Wire Instructions
(Business Personal Property, 3 Regulatory Licenses and Permits > Press Inquiries
Boats’rsle't"s'PDSSESSC""" 3 Short Term Residential Rentals 3 Emergency and False Alarm
li7zsd) = Independent Contractors

< Delinguent Registration

(Redemption)

Ask a Property question

Ask a Business question

Ask a General question



https://sftreasurer.org/help-center

ﬂ SF CITY PARTNER

&zﬁ" Supplier Account Maintenance
Compliance with Laws/Ordinances - OLSE

San Francisco Labor Laws for City Contractors

Minimum Compensation Ordinance (MCO)
https://sfeov.org/olse//minimum-compensation-ordinance-mco
mco@sfgov.org (415) 554-7903

Health Care Accountability Ordinance (HCAO)
https://sfeov.org/olse//health-care-accountability-ordinance-hcao
hcao@sfgov.org (415) 554-7903

Fair Chance Ordinance (FCO)
https://sfeov.org/olse/fair-chance-ordinance-fco
fco@sfgov.org (415) 554-5192

Consideration of Salary History
https://sfeov.org/olse//consideration-salary-history

salaryhistory@sfgov.org (415) 554-6469

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier


https://sfgov.org/olse/minimum-compensation-ordinance-mco
https://sfgov.org/olse/health-care-accountability-ordinance-hcao
https://sfgov.org/olse/fair-chance-ordinance-fco
https://sfgov.org/olse/consideration-salary-history

ﬂ SF CITY PARTNER

How to Become a Supplier

* The SF City Partner Is the Go-To Site for City
Bidders/Suppliers

* What'’s the Difference Between a Bidder and a Supplier
» Steps to Become a Registered Bidder
* Steps to Become a Fully Compliant Supplier
* Complete a San Francisco Business Tax Registration
 Complete a 12B Equal Benefits Declaration

e Supplier Account Maintenance

e Contact Information




Contact Information

Our User Support Team Is Available to Help!

You can file a User Ticket

Live support is available
on workdays from 8:30
AM - 5:00 PM via phone
and/or email

technology that can be /

used by a User Support
agent

We have screen-sharing >

View Opportunities = Emergency Vendors

-nl"nn
SAN FRANCISCO

CITY PARTNER

\ Contact

Contact User Support

User Ticket

Help - &%

Contact
FAQ
Training

Become a Supplier

Ask for help or ask a question by creating a User Ticket, which will be routed to the team most capable of helping you.

Create A New Ticket

01GOLIVE ~

SUPPLIER/BIDDER

‘ Check Ticker Status

Live Help
Call User Support:

Monday

— Friday

8:30 AM — 5:00 PM
Email User Support:

One-on-One Labs

Video conferencing is available by appointment

CITY & COUNTY OF SAN FRANCISCO
OFFICE OF THE CONTROLLER
SYSTEMS DIVISION

How to Become a Supplier

ﬁ SF CITY PARTNER



